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2.~CAEER SERVICE DESIGNATION | 3. LANGUAGE CODE 4. AREA KNOWLEDGE CODE' [5. DUTY STATION [ ———yacy  p.¢
., D.C.

[T_IOTHER {(specify!

6. REASON FOR SUBMISSION (E.G., CHANGE OF DUTIES, CLASSIFICATION SURVEY, EJC.}|7- PLACEMENT DIVISION CONCURRENCE
IDENTIFY OLD POSITIONS 8Y TITLE, SCHEDULE, OCCUPATIONAL CODE, GRADE, POSI-
TION NO.
DATE:
8. ACTION POSITION TITLE SCHEDULE [OCCUPATION CODE| GRADE| INITIALS DATE
A, '
B. CWD
Technical Amatyst &8 12
C. INITIATING
OFFICE
9. ORGANIZATIONAL TITLE OF POSITION (IF ANY! 10. NAME OF EMPLOYEE (Last) {First] {Middle) IF VACANCY,
SPECIFY
11. ORGANIZATIONAL LOCATION OF POS|TION 12. CERTIFICATION
A. OFFICE
. . This is a complete and accurate description of
Management Stal'f the duties and responsibilities of this position

. DIVISION OR STAFF A. DATE
Business Machines Services
« BRANCH . B.

D. SECTION C. OFFICE REPRESENTATIVE
E. UNIT D. CWD
13. DESCRIPTION OF DUTIES, RESPONSIBILITIES AND QUALIFICATION REQUIREMENTS

I. DUTIES AND RESPONSIBILITIES

Serves as a Technical Analynt to vhom 18 sspigned responsibility for plsnning,
developing and wanaging the Agevcy Microfilming program. Mierofilming is used ex-
tensively as a uanagement tool to (1) reduce space mnd equipwent requirements for
houeing record holdings; {(2) Emvi&e protection for vital documents; (3) eopy
borrowed documents guickly; (4) mccelerate reproduction of multiple coples of
voluminous files of documents for distribution purposcs, and (5) save time end
1labor in perforuing dally office routines. The policy of this Agency 1s to employ
microfilming techniques for these purposes whenever it is determined that the
enefites to be derived therefrom compare Tavorably with the resulte obtsinable
through alternate methods. It is the responslibility of the incumbent to evaluate
all proposaels for mierofilming und to make these determinations. It is also his
regponsibility ffor exercising initiative 1n recogairing the need for recommending
and promoting applications of microfilming techniques wherever such applications
will serve the best interests of the Agency. This would be particulerly pertinent
in the field of procedural miecrofilming vhere laymen Tall to recognize opportunities
for realizing substantial savings in time and labor through the substitution of
widrofilming techniques for tedicue time consuming wmmnually performef clerical
operationa. The incumbent is further responsible for the efficlency, economy and
technical quali-ty of Agency wicrofilming operations. Functions incliude:

1. Berves uns the CIA expert in the field of microphotography.

2. Develops and maintains edvance estimates of the normal and ewergency re~
quirements of the Agency for microfilming services as the basis for esteblishing
appropriate facillitles.

3. Coordinntes and gpproven all requlsitiong covering reeearch sand develop-
ment of wicrofilm equipmwent and waterials,
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4. Revievs and approves or dlsapproves all proposed mierofilm projects
based on the i'i.ndinﬁs upon apglyzing these factors: (a) validity of purpose;
(b) technicsl feseibility; ané (c) requirements in terws of equipwent, suppliee,
personnel, training and space. _

5. Prescribes operating gtandards for the achipvewent of maxisum gualitative
spd guantitative production through the imsuance of an Agency wanusl on wicro-
photography supplemented by written and oral instructions to projest supervipors.

6. Approves all requisitions for wicrofileing oquipment and supplies as a
g:ga of guarunteeing proper relection and best possible utilization of stocks on

7. Haintains records of the location and perfornance history of each micro-
filming equipwent item owned by the Agency for use in furthering efficlency of

8. Maintains continuing ‘inspestion of sicrofilm produced in the Agency to in-
sure proper storsge 8ud handling and to determine the extent to which the Mlw 18
serving 1ts intended purposes.

9, Condunts surveys of microfilm operations and maintains liaison with ad-
ministrative nfficials, operating persomnel and the Records Managewent Staff es
required to carry out the abuve functions.

10. Msintains limisom with other (Govermment sggncies and with vendors of wicro-
filwing equipsent and supplies for the purpose of Reeping sbresst of operstional
and technologlesl improvements. ‘

II. SUPERVISION RECEIVED

Supervision consists of policy statements and oblectives and the assignment of
priorities. 'The supervisor {s awiliable for conmultution and guidence., Work is re-
viewed for progress in mecordance with survey schedules, for technical soundness and
cowpleteness, and compliance with policy &nd criteris. :

TIT. MINIMUM % IFTCATION RKW
1. Knowledges and Abilities

Knowledge of the methods, prineiples and practicee sssociated with a com-
prehensive wmicrofilming program; knovledge of miatgmctam~ ¢ techniquee,
meterials and processes; knovledge of applicable Executive Orders, Comptroller
General Decisions, laws end regulationms; amalyties ability, adbility to clearly
express idsan orally and in yriting; sbility to recognize and define records menage-
wment problems; knowledge of the tools, methods, tetimigues, procedures and practices

sewployed 4in recorde managemert; ability to interpret desigions, regulations,
policies and instructions in terms of their impmet upon ithe interaal adwminietration
of a large organization; ability to design and imstall or  revise sansgewent wecthods,

ures or practices; and ability to establish knd waintein favorable working
relationships with top executive personnel.

2. ¥ork Experisnce and Bducation

Beven years of experience is required of which four years is specialized
experience ir the field of wierophotogrephy, and three years in related experience,
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i.e., progresuively responsible work in records mgmugement, busipess sdni :
or writing. fipecialized experience ls the full-timp mrfo;um or gmrnvi:g:té;n
3 nicraﬂfi.n sactlvity; serving ae an administrative pfficer in a Govereswment agency
or in & large business or industrisl contern with responsibility for 8 positive
mlorofileing progras or supervising a lsrge wicrofilming lnstallation eaploying
uaey varied mlerofilming mz@mﬁ itens and techrigues. R

_ ; i ooy Sogqu repents - l.e. minimum Apency specislized experience
{in a : o related 5 ’ii#- cislized experience upon whi ‘ '
present grade was based) are 12 months uta?;:e G3-11 grade lﬁ&gﬁliﬁutim ke
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